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1. Purpose. To provide instructions for the subm ssion and
classification of General Schedule (GS) and Federal Wage System
(W5 job descriptions per references (a) through (d).

2. Background

a. The GS classification systemoutlines procedures for
defining positions by occupational group, series, and cl ass,
according to simlarities and differences in duties,
responsibilities and qualification requirenents. The systemis
described in reference (b).

b. The Wage Grade Systemis based upon two principles:

(1) That wages shall be fixed and adjusted fromtine to
time consistent with the public interest and follow ng prevailing
rates.

(2) That there shall be equal pay for substantially
equal work; and pay distinctions shall be maintained in keeping
with work distinctions. The systemis described in reference

(c).
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3. Responsi bility

a. Supervisors shall

(1) Review positions to maxi m ze production and nmanpower
utilization by taking advantage of available skills and
abilities, elimnating unnecessary work, and assigning duties and
responsibilities to civilian personnel per position nmanagenent
practices as outlined in reference (e).

(2) Ensuring that no duplication of supervisory or
adm ni strative duties exists.

(3) Wite and maintain accurate and current position/job
descriptions, submtting redescriptions, amendnents or revisions
as mssion, organizational, or regulatory requirenents dictate,
and certifying the Optional Form8 (OF8), see gnciosure (1)

(4) Expedite the acconplishnment of periodic position
reviews as required.

(5) Ensure that all enployees are provi ded copi es of
their Position Description (PD), are aware of their duties and
responsibilities, and are notified when changes occur.

(6) Review PDs for accuracy when initiating personnel
actions and enpl oyee annual performance eval uati ons.

(7) Keeping enpl oyees inforned regardi ng procedures and
appeal rights.

(8) Wite abbreviated PD's for mlitary positions under
t heir supervi sion.

b. Enpl oyees shal

(1) Maintain accurate and current PDs by bringing to the
attention of their supervisor any major changes in duties or
responsibilities which occur.

c. Adnnistrative Oficer (Oassifier) shall:

(1) Provide technical and adm nistrative advice, and
assi stance concerning classification and grading principles,
policies, and procedures to supervisors. Shall also do classi-
fication eval uations.

(2) Review drafts of PD s for conpleteness and clarity.
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Revi ews may i ncl ude position managenent issues such as proper
wor k distribution, excessive supervisory layering, duplication of
duties, appropriateness or validity of duties, proper

organi zati onal |ocation, excessively inflated responsibilities
and duties, and repeated subm ssion of PDs in order to obtain
grade increases.

(3) Work with supervisors on position managenent issues
such as possible alternative position grades or series in order
to better acconmpdate position managenent goal s.

4. Action

a. Anendnents. Amending PDs should be considered prior to
witing a new PD. An anmendnent describes only the changes
i nvol ved, with reference to specific paragraphs of the basic PD.
An anmendnent shoul d be used when no nore than one page is
required to list and explain the changes. However, a PD may not
be anended nore than tw ce, nor may an anendnent be used if it
changes the grade | evel of the position/job.

b. PD Mdifications and changes. The subm ssion of a re-
described or nodified PDis justifiable only under the foll ow ng
conditions, and will require the signature of the supervisor on
encl osure (1).

(1) When a change in mssion requires the addition or
del etion of duties and/or responsibilities.

(2) When a change in governing regulations or directives
requires the addition or deletion of duties and responsibilities.

(3) When a proposed unit reorgani zation will achieve
i ncreased efficiency and effectiveness by redistributing duties
or responsibilities.

(4) When a position is vacated and changi ng the scope of
the duties and responsibilities of that position will result in
greater effectiveness and efficiency.

C. Statenent of Difference

(1) When one or nore non-supervisory positions/jobs in an
organi zati on are substantially simlar but not identical to each

other, full descriptions need not be prepared. Instead, a
Statenment of Difference may be submtted using enclosure (1) and
an attached sheet outlining the differences, i.e. supervisory

chai n, physical location, different equi pnent, etc.
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(2) When recruiting for a position that is below the ful
performance | evel and no PD exists at the |ower level, a
Statenent of Difference may be submtted. The followng is a
statenent that woul d be described: “This position perforns duties
simlar to those described in position description PD# except
that the incunbent works under a cl oser degree of supervision,
receiving nore detailed instructions relative to the performance
of new, unusual, or nore conplex assignnents. This position has
pronoti onal potential to the grade | evel as described in PD#

d. Processing PD s

(1) Effective position classification/job gradi ng depends
on the information in the position description, information
obt ai ned from organi zation charts and rel ated docunents, and
i nformati on obtained through work audits. Descriptions nust be
conprehensive, clear, currently accurate, and concise in order to
meet O fice of Personnel Managenent and Departnent of the Navy
standards of adequacy. When witing position descriptions, it is
essential to adhere to facts regarding the position. Supervisors
are responsi ble for deciding what the duties and responsibilities
of each position/job shall be, within the limts of authorized
organi zation and functional statenents. Position descriptions
will not be witten to achieve a predeterm ned grade |evel;
rather they should accurately describe a specific set of duties
necessary to acconplish a given job.

(2) To ensure proper credit is given, it is good practice
to include the percentage of tinme spent on each major duty.

Duties which entail less than 10 percent of the incunbent’s tine
need not be included in the PD unless the accunmul ati on of several
are equal to or exceed 10 percent. |If this is the case, conbine

these smaller duties into one paragraph or section.

(3) Guidelines for the preparation of GS and WG Position
Descriptions are contained in enclosures (2) through (5).

(4) Those positions which have mlitary supervisors mnust
be acconpani ed by an abbreviated billet description of the
supervisor. In addition, positions having full supervisory
authority (admnistrative and technical) over mlitary positions
w || be acconpanied by an abbreviated billet description for
those mlitary positions supervised by the proposed supervisory
PD.
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e. Final dassification of Position Descriptions

(1) The Adm nistrative O ficer will determ ne the
validity of the duties, responsibilities, and organizational
| ocati on of the proposed position. Changes to the PD resulting
fromthe validation process will be coordinated with the
submtting official

(2) The Adm nistrative O ficer will reviewthe PD to
ensure that it neets prescribed standards of adequacy, further
clarifying, sinplifying, or elaborating as required. The title,
series, and grade of the PD will be determ ned by the appro-
priate classification standards. [Enclosure (1) wll then be
conpl eted and signed by the Adm nistrative Oficer.

(3) Once the classification process is conplete, the
Adm nistrative Oficer forwards the package for the foll ow ng
signatures, before sending it to the Human Resources O fice for
final approval::

(a) Supervisor
(b) Comptroller
(c) Commanding Oficer

(4) After final approval fromthe Human Resources O fice,
a copy is sent back to the Admnistrative Oficer who maintains a
copy, and provides a copy to the supervisor. The supervisor is
responsi ble for providing a copy to their enpl oyee.

(5) Oficials who certify PDs nmust understand that
signing lenclosure (l) is tantanount to signing a public voucher;
Any supervisor or enployee who certifies a PD as current and
accurate when they know that such is not the case, is
participating in the falsification of a governnent docunent.

Such action my lead to the msallocation of public funds and may
constitute grounds for disciplinary and/or |egal action.

Nista. jL-: i
R S. KAYLER

Di stribution:
Li st A



POSITION DESCRIPTION (rFiease Read Instructions on the Back)

1. Agency Position No.

2. Reason for Submission

et 3

Redescription

3. Service

Hdatrs. [ | Field

New

4. Employing Office Location

5. Duty Station

6. OPM Certification No.

Reestablishment Other 7. Fair Labor Standards Act 8. Financial Statements Required 9. Subject to IA Action
. " Executive Personnel Employment and
Explanation (Show any positions replaced) Exempt D Nonexempt Financial Disclosure Financial Interests Yes D No
10. Position Status 11. Position Is: | 12. Sensitivity 13. Competitive Level Code
. N 1-—Non- 3—Criticat
Competitive Supervisory D Sensitive Sensitive
Excepted (Specify in Remarks) Managerial 14. Agency Use
. 2—Noncritical 4—Special
SES (Gen.) n SES (CR) Neither Sensitive D Sgnsitive
15. Classified/Graded by Official Title of Position Pay Plan Occupational Code| Grade | Initials Date

a. U.S. Office of Per-
sonnel Management

b. Department, Agency
or Establishment

¢. Second Level
Review

d. First Level Review

€. Recommended by
Supervisor or
Initiating Office

16. Orgénizational Titte of Position (if different from official titie)

17. Name of Employee (if vacant, specify)

18. Department, Agency, or Establishment

c¢. Third Subdivision

a. First Subdivision

d. Fourth Subdivision

b. Second Subdivision

e. Fifth Subdivision

19. Employee Review—This is aii accurate description of the major duties and
responsibilites of my position.

| Signature of Employee (optional)

20. Supervisory Certification. ! certify that this is_an accurate statement of
the major duties and responsibilities of this position and its organizational
relationships, and that the position is necessary to carry out Government
functions for which | am responsible. This certification is made with the

Signature

knowledge that this information is to be used for statutory purposes relating
to appointment and payment of public funds, and that false or misleading
statements may constitute violations of such statutes or their implementing reg-
ulations.

21.Classification/Job Grading Certification. / certify that this position has been
classified/graded as required by Title 5, U.S. Code, in conformance with stan-
dards published by the U.S. Office of Personnel Management or, if no published
standards apply directly, consistently with the most applicable published standards.

22. Position Classification Standards Used in Classifying/Grading Position

Information for Employees. The standards, and information on their application,
are available in the personnel office. The classification of the position may be reviewed

Signature TDate and corrected by the agency or the U.S. Office of Personnel Management. Infor-
' mation on classification/job grading appeals, and complaints on exemption from
' FLSA, is available from the personnel office or the U.S. Office of Personnel
| Management.
l
23, Position Review Initials | Date Initials | Date Initials | Date Initials | Date initials | Date
i
a. Employee (optional) : ! } : :
| i i :
T t 1 T T
b. Supervisor ] ! i I i
} : ! [ }
o | | I !
c. Classifier | | | i l
24, Remarks
25. Description of Major Duties and Responsibilities (See Attached)
NSN 7540-00-634-4265 Previous Edition Usable 5008-106 OF 8_(Rev. 1-85)

U.S. Office of Personnel Management
FPM Chapter 295
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POSITION DESCRIPTION

In order to comply with the requirements of FPM Chapter 295,
subchapter 3, and other provisions of the FPM, agencies must
complete the items marked by an asterisk. Agencies may deter-
mine what other items are to be used.

1.

2.

Enter position number used by the agency-for control pur-
poses. See FPM Chapter 312, Subchapter 3.

Check one.

* “Redescription’’ means the duties and/or responsibilities

*4

*5.
. To be completed by Of-M when certifying positions. (See Item

*7.

10.

1.

12.

of an existing position are being changed.

* “New’’ means the position has not previously existed.

* “‘Reestablishment’’ means the position previously existed,
but had been cancelied.

s “‘Other”’ covers such things as change in titie or occupa-
tional series without a change in duties or responsibilities.

* The “Explanation’’ section should be used to show the
reason if ‘Other”’ is checked, as weil as any position(s)
replaced by position number, title, pay ptan, occupa-
tional code, and grade.

. Check one.
. Enter geographical location by city and State (or if position

is in a foreign country, by city and country).
Enter geographical Ixcation if different from that of #4.

15 for date of OPM certification.) For SES and GS-16/18 po-
sitions and equivalent, show the position number used on
OPM Form 1390 (e.g., DAES0012).

Check one to show whether the incumbent is exempt or non-
exempt from the minimum wage and overtime provisions of
the Fair Labor Standards Act. See FPM Chapter 551.

. Check box if statement is required. See FPM Chapter 734

for the Executive Personnel Financial Disclosure Report, SF
278. See FPM Chapter 735, Subchapter 4, for the Employ-
ment and Financial Interests Statement.

. Check one to show whether Identical Additional positions are

permitted. See FPM Chapter 312, Subchapter 4. Agencies
may show the number of such positions authorized and/or
established after the ““Yes’’ block.

Check one. See FPM Chapter 212 for information on the
competitive service and FPM Chapter 213 for the excepted
service. For a position in the excepted service, enter authority
for the exception, e.g., ‘‘Schedule A-213.3102(d)"’ for Attor-
ney positions excepted under Schedule A of the Civil Serv-
ice Regulations. SES (Gen) stands for a General position in
the Senior Executive Service, and SES (CR) stands for a Ca-
reer Reserved position.

Check one.

* A “Supervisory”’ position is one that meets the require-
ments for a supervisory title as set forth in current OPM
classification and job-grading guidance. Agencies may
designate first-level supervisory positions by placing ‘1"’
or “1st”’ after ‘‘Supervisory.” .

* A “Managerial’”’ position is one that meets the require-
ments for such a designation as set forth in current OPM
classification guidance.

Check one to show whether the position is non-sensitive, non-
critical sensitive, critical sensitive, or special sensitive for
8ecurity purposes. If this is an ADP position, write the letter
*C” beside the sensitivity.

13. Enter competitive level code for use in reduction-in-force ac-

tions. See FPM Chapter 351.

14.

*15.

16.

17.

*18.

19.

*20.

*21.

22.

23.

24.

*25.

Agencies may use this block for any additional coding re-
quirement.

Enter classification/job grading action.

» For "‘Official Title of Position,” see the applicable classifi-
cation or job grading standard. For positions not covered
by a published standard, see the General Introduction to
“Position Classification Standards,” Section lil, for GS
positions, or FPM Supplement 512-1, ““Job Grading Sys-
tem for Trades and Labor Occupations,” Part 1, Section lll.
For “Pay Plan”’ code, see FPM Supplement 292-1, “‘Per-
sonnel Data Standards,’”’ Book lII.

For “Occupational Code,” see the applicable standard;
or, where no standard has been published, see the ‘‘Hand-
book of Occupational Groups and Series of Classes’’ for
GS positions, or FPM Supplement 512-1, Part 3, for trades
and labor positions. For all positions in scientific and
engineering occupations, enter the two-digit functional
classification code in parentheses immediately follow-
ing the occupational code, e.g., ‘‘GS-1310(14).”” The
codes are listed and discussed in the General Introduction
to “‘Position Classification Standards,”” Section VI.

Enter the organizational, functional, or working title if it differs
from the official title.

Enter the name of the incumbent. If there is no incumbent,
enter ‘‘vacancy.”

Enter the organizational location of the position, starting with
the name of the department or agency and working down
from there.

If the position is occupied, have the incumbent read the at-
tached description of duties and responsibilities. The em-
ployee’s signature is optional.

This statement normally should be certified by the immedi-
ate supervisor of the position. At its option, an agency may
also have a higher-level supervisor or manager certify the
statement.

This statement should be certified by the agency official who
makes the classification/job grading decision. Depending on
agency regulations, this official may be a personnel office
representative, or a manager or supervisor delegated clas-
sification/job grading authority.

Enter the position classification/job grading standard(s) used
and the date of issuance, e.g., ‘Mail and File, GS-305, May
1977.”

Agencies are encouraged to review periodically each estab-
lished position to determine whether the position is still
necessary and, if so, whether the position description is ade-
quate and classification/job grading is proper. See FPM Let-
ter 536-1 (to be incorporated into FPM Chapter 536). This
section may be used as part of the review process. The em-
ployee’s initials are optional. The initials by the supervisor
and classifier represent recertifications of the statements in
items #20 and #21 respectively.

This section may be used by the agency for additional cod-
ing requirements or for any appropriate remarks.

Type the description on plain bond paper and attach to the
form. The agency position number should be shown on the
attachment. See appropriate instructions for format of the
description and for any requirements for evaluation documen-
tation, e.g., ‘‘Instructions for the Factor Evaluation Sys-
tem,” in the General Introduction to ‘‘Position Classification
Standards,”” Section VII.

*U.8. GPO: 1993-342-199/50198
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| NSTRUCTI ONS FOR PREPARI NG DESCRI PTI ONS OF NON- SUPERVI SORY
GS POSI TI ONS ( FACTOR EVALUATI ON SYSTEM ( FES) FORMAT)

A PD shoul d have enough information for carrying out personnel
activities such as classifying the position, deciding whether or
not it is exenpt or nonexenpt fromthe Fair Labor Standards Act,
and determne the factors inportant for recruitnent. For
classification under the Factor Evaluation System (FES), a PD
must be in the FES format outlined below. There are still sone
classification standards that use the old narrative format.
However, recomrend that all GS PD's be witten in the FES format.

A. I NTRODUCTION. A short description of the organizational
| ocation and primary purpose of the position.

B. MAJOR DUTI ES

The duties section of the PD should answer the question,
“What does the enployee do in this position?” It should briefly
describe the major duties perforned in plain, clear |anguage.
Duties may be listed in order of their inportance or in the
sequence in which they occur. You may group related duties ac-
cording to function. Include percentages of tine spent on nmjor
duties involving distinctly different kinds or |evels of work.
Use active verbs in your description. |If incidental duties are
descri bed, explain how often they occur.

C. FACTORS. The description of the najor duties and the

eval uation factors shoul d conpl enent each other. Information
under major duties is often expanded upon in describing the
factors. Statenents made in the factor descriptions nust be
related to (supported by) the major duties. Wen a position has
two or nore distinctly different kinds or |levels of work, each
nmust be eval uated separately. Therefore, in describing the
factors for these m xed-grade and/ or m xed-occupati on positions,
it is essential that significant differences in the factors
relating to different kinds or levels of work be nade clear. The
nine factors are |listed bel ow

FACTOR 1: Know edge Required by the Position. Kind or nature of
know edge and skills needed and how they are used in doing the
wor K.

FACTOR 2: Supervisor Controls. Howthe work is assigned to the
enpl oyee, the enployee’s responsibility for carrying out the
wor k, and how the work is reviewed.

Encl osure (2)
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FACTOR 3: CGuidelines. The nature of guidelines available to the
enpl oyee for performance of work, and judgenent needed to apply
t he gui delines or devel op new gui des.

FACTOR 4: Conplexity. Nature of the assignnents, difficulty in
identifying what needs to be done, and difficulty and originality
involved in perform ng the work.

FACTOR 5: Scope and Effect. Purpose of the work and i npact of
the work product or service.

FACTOR 6: Personal Contacts. People and conditions under which
contacts are nade (except supervisor).

FACTOR 7: Purpose of Contacts. Reasons for contacts in Factor
6. Skill needed to acconplish work through person-to-person
activities.

FACTOR 8: Physical Demands. The nature, frequency, and
intensity of any physical activity.

FACTOR 9: Work Environnent. The risks and disconforts inposed
by physi cal surroundings and the safety precautions necessary to
avoi d accidents of disconfort.

Encl osure (2)
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I NSTRUCTI ONS FOR PREPARI NG DESCRI PTI ONS OF SUPERVI SCRY GS PCSI TI ONS

Each description of a supervisory position must contain
sufficient information in such detail as will allow systematic
anal ysis of duties, responsibilities, and qualification
requirenents. A false assunption is often nmade that each
succeedi ng organi zati onal |ayer of supervision automatically
warrants an additional grade level. G ade |evel differences

can be justified only by reference to actual and substanti al
differences in difficulty and responsibility. These differences
nmust be docunented. Therefore, the following information, in
addition to personally performed (non-supervisory) work, nust be
in each supervisory PD. Enclosure (2) is the recomended for mat
to ensure both personally perfornmed work and supervisory re-
sponsibilities are properly credited.

1. SCOPE AND EFFECT. This el enent assesses:

* The position’s del egated responsibilities, whether
adm ni strative, functional, or program including the
or gani zati onal and geographi c scope of such responsibilities; and

* The inpact of the work both within and outside the
i mredi at e or gani zati on.

2. ACCOUNTABILITY AND | MPORTANCE. Who does the incunbent report
to? \What |evel?

3. AUTHORITY AND RESPONSIBILITY. Covers the del egated supervi -
sory and managerial authorities and responsibilities which are
exercised on a regular and recurring basis. Such as:

* Plan and/or schedul e of work,
* Eval uate work,

* @ ve advice,

* | nterview candi dates,

* Hear and resol ve conpl ai nts,
* Effect disciplinary neasures,

* Reconmmend pronotions, etc.

Encl osure (3)
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4. NATURE AND PURPOSE OF CONTACTS

a. Types of persons, the setting, and the difficulty of
maki ng contacts associated with supervisory and manageri al work.

b. The nature of advisory, representational, decision
maki ng, and negotiating responsibilities inherent in official
cont act s.

5. DIFFICULTY AND COVPLEXITY OF BASE WORK DI RECTED. What is the
grade | evel of work supervised?

6. CONDI TIONS WHICH ADD TO THE DI FFI CULTY OF SUPERVI SION. This
el enent neasures the extent that various conditions, each of

whi ch may or may not pertain to a specific position, add to the
difficulty of carrying our supervisory duties, authorities, and
responsibilities. These conditions include:

* Alternate shift operations,

* Physical dispersion,

* Rapi d enpl oyee turnover,

* Variety of work directed,

* Labor relations and bargaini ng issues,

* Constantly changi ng work processes and technol ogy,
* Extent of internal coordination required, and

* Aspects of managerial decision making.

Encl osure (3)



NAVHOSP29PALNMSI NST 12511.1
6 August 1997

| NSTRUCTI ONS FOR PREPARI NG JOB DESCRI PTI ONS
OF NON- SUPERVI SCRY WAGE GRADE PCSI TI ONS

SECTION 1: JOB SUMVARY

A brief summary statenent to give an over-all picture of the
scope of work performed, the principle work nmethods used, the
pur pose of the work (if not obvious), and the organizati onal

| ocation. The job sunmary will be usually one or two sentences
long. It should clearly “mark off” the job fromany allied job.

SECTI ON 2: TYPI CAL WORK PERFORMED

A brief description of the major tasks which are typical of the
job, as found in the activity. The work perfornmed should build
up the picture of the job and make cl ear for each major tasks
what the enpl oyees do, how they do it, and why the work is done.
Al t hough conpl ete, the work performed section of the PD should be
concise. It wll rarely need to be |onger than 300 words. If
feasi ble, indicate the approxi mate average percentage of tine
that will be spent on each duty.

Describe the duties in sone |ogical order. For nost jobs the
sinplest is the order in which the duties are commonly perforned
in the work. For sonme jobs, the duties nay be nore easily
presented in the order of how nuch tinme each requires, or in the
order of how inportant each is in ternms of skill, responsibility,
difficulty, etc. 1In any event, be clear, concise, and coherent.
Describe only those duties which will be a part of the job as
found in the activity. Exclude assignnents nade on a tenporary
or energency basis outside the normal scope of the job being
described. Use the term*®“occasionally” to precede any duty which
is logically a part of the job which is perforned on the

average |less than 5 percent of the tine.

SECTI ON 3: FACTOR STATEMENTS

The “Typical Wrk Perfornmed” section does not always give clear

i nformati on concerni ng such factors as underlying know edge and
skills, responsibilities, physical demands, work conditions, etc.
Si nce determ ning proper pay |evel depends on conpari sons anong
jobs with regard to such factors, information on these factors is
of primary inportance. Consider the follow ng representative
guestions when witing this section of the description:

a. Know edge and Skill. Does worker: read blueprints,
specifications, or sketches? Use arithnetic, geonetry, other

Encl osure (4)
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practical mathematics? O her background subjects? Lay our
wor k? Make tenplates? WMake jigs or fixtures? W rk on a
variety of materials? Set up machine or equi pnent? Qperate
si ngl e machi ne or equi pnent? A variety of standard nmachi nes?
Speci al i zed machi nes? Fol |l ow standard procedures? Perform
sinpl e operations? Unusual or difficult operations? Choose
froma variety of work nethods? Solve work problens by own
nmet hods? Know principles and nethods of a najor field of
wor k, or trade. Use neasuring devices? Precision
instrunments? Wrk to close tolerances? Apply unusual

manual skills?

b. Responsibility. What supervising or instructions does
enpl oyee receive? Wo inspects work? What directions or
supervi si on does enpl oyee give? To whon? How many? Are
written guides available? How likely is |oss or danage to
materials, tools, and equipnent, or injury to fellow

wor kers? What is extent of possible |oss, danage, or
injury? Wuld work of others be interrupted or del ayed?

c. Physical Denmands. What are the heaviest weights

handl ed? What are average wei ghts handl ed nost of the tine?
How far are average “carries”? Do other workers assist? |Is
wor k pace rapid for long periods of tinme? |s heavy exertion
requi red continuously? At frequent interval s?

I nfrequently? Does work require constant sitting, kneeling,
crouchi ng, stooping, or clinbing |adders? Strained or
awkward work positions? Holding vibrating tools? O her
unusual physical activities? Does work require close
attention of eyes? Color vision? Analysis by “ear”?

d. Wirking Conditions. Wat proportion of work is
outdoors? Is work outdoors in all weather conditions

requi red? What unconfortable conditions exist - tenperature
extrenes, snoke, dust, dirt, noise, vibrations, poor

illum nation, poor ventilation, unpleasant odors, danpness,
etc,? How often wll enployees be exposed to such

di sconforts? For how | ong? To what kinds of unusual
wor ki ng conditions is the worker exposed?

SECTI ON 4: EXPLANATORY STATEMENTS

This section covers points which help distinguish the job
fromother related jobs in terns of duties and
responsibilities, materials worked on, work |ocation and
wor ki ng conditions, and the like. In addition, this section
may i nclude, where appropriate, explanation of technical
terms, “uncommon” tools and equi pnent, and simlar itens.
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| NSTRUCTI ONS FOR PREPARI NG DESCRI PTI ONS
OF SUPERVI SORY WAGE GRADE POSI TlI ONS

1. DESCRI PTI ON OF DUTIES

a. Job Summary. A brief description of the organizati onal
| ocation of the position and the primary purpose of the position.

b. Description of Wirk Perfornmed. A description of
personal |y performed (non-supervisory) work.

2. EVALUATI ON FACTORS

FACTOR | : NATURE OF SUPERVI SORY RESPONSIBILITY. Concerns
the nature of the supervisory duties performed, and the type and
degree of responsibility for control over work supervised:

* Schedul i ng wor k operations,
* Pl anni ng use of resources, (i.e., subordinate workers,
equi pnrent, facilities, materials, and tools) to acconplish
schedul ed work,
* Directing subordinates in perform ng work assignnment, and
* Carrying out admnistrative duties.
FACTOR I'l: LEVEL OF WORK SUPERVI SED. Concerns the | evel and

conplexity of the work operations supervised, and their effect on
the difficulty and responsibility of the supervisor’s job.

* ldentify the occupation (or various occupations) directly
in acconplishing the work assignnents and projects which refl ect
the main purpose or mssion of the work operation for which the
supervi sor is accountabl e.

* |Indicate the grade | evels of non-supervisory work
acconpl i shed by subordi nates who, under normal job controls,
performthe work of one or nore of the occupations identified
above.

FACTOR I'11. SCOPE OF WORK OPERATI ONS SUPERVI SED. The
followi ng are exanpl es of areas of consideration.

A.  Scope of Assigned Wbrk Function and Organi zati ons.
The purpose of the establishnent of the job in the organization,
the extent and nature of the jobs authority in relation to the
organi zati onal assignnent, and the inportance of the position's
deci si ons.
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B. Variety of Functions. Type of products and services
and variety of occupations and | evels of conplexity required.

C. Ceographic Dispersion. Were are subordi nates
| ocat ed?
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